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INV210
INV210 Managing Inventory

Course Overview

Every Inventory system has several basic requirements that must be met in order to effectively
manage inventory. The system must have a way to receive material from vendors, to put the
material in stock, and to issue material to specific users who need the material. Finally, the
system must have a way to make adjustments to the on-hand records when those adjustments
become necessary. The GEARS system supports all of these functions.

The lessons in this course will show you how to enter inventory transactions into the system and
to update inventory information within the system when necessary.

The IN210 Managing Inventory course is intended for the District Course Warehouse for the
management of forms within their warehouse.

Course Outline
The following sections and lessons provide information and step-by-step instructions on all the
functions that are necessary to manage Inventory.

Course Audience and Prerequisites

Lesson 1: Creating and Updating Bin Locations
Lesson 2: Using Express Putaway

Lesson 3: Using Express Issue

Lesson 4: Making Inventory Adjustments

Lesson 5: Using Delivered Reports

Lesson 6: Using the Replenishment Functionality
Course Summary

Course Audience and Prerequisites

Audience
The Judiciary audiences for this course are:

o District Court Warehouse

GEARS Role
This course is intended for Judiciary employees with the following GEARS role(s):

e IN Inventory Analyst

Prerequisites
The recommended prerequisites for this course are:

e INT100 Introduction to GEARS
e INV100 Understanding GEARS Inventory
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Lesson 1: Creating and Updating Bin Locations

Lesson Overview

Items that are stored in the warehouse must be able to be located when they are needed for use.
GEARS uses a location naming convention that allows the system to maintain a record indicating
where specific items are stored.

Before the system can be used, the Bin Locations must be set-up. Location data can be relatively
dynamic. As a result, GEARS provides a way to modify Bin Locations over time.

Lesson Objectives
After completing this lesson, you will be able to:

o Understand the concept of Bin Locations as it is used at the Judiciary

e Create or add a Bin Location
e Modify an existing Bin Location

1.1 Maintaining Bin Locations

Before the system can be used, the Bin Locations must be set-up. Location data can be relatively
dynamic. As a result, GEARS provides a way to modify Bin Locations over time.

After completing this topic, you will be able to:
o Create and update bin locations
Procedure

In this topic, you will learn how to maintain bin locations and information.

Step Action

1. Begin by navigating to the Material Storage Locations page.

Click the Main Menu button.

2. Click the Inventory menu.

| 1 Inventory "|
3. Click the Maintain Storage Locations menu.

| [ Maintain Storage Locations k |
4. Click the Material Storage Locations menu.

| |=| Material Storage Locations |
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Favorites - Main Menu > Inventory > Maintain Storage Locations > Material Storage Locations

Material Storage Locations

“Unit Storage Location

MDJUD|Q, am

Search

B save Hotify

Home | Workist | MutiChannel Console |  Add to Favorites |

Sign out

Elnewwindow 7 Help [& Personalize Page %, htp

Sort By
ASRSID -

Step Action

5. The Material Storage Locations search page displays.

specific location.

You enter the first value of the Storage Location (i.e.,. the Aisle) into this block.
The system will use your inputs to search for all available locations that are in the
specified Aisle. As soon as you move the cursor off the input box, the system will
display additional boxes where you can enter additional location detail.

In this example, we are using "F" but the actual value you use depends upon your

Enter the desired information into the Storage Location field. Enter "F".

6. You can add as much detail to the location input boxes before clicking on the Search

Click the Search button.

icon but you are not required to add any additional information.
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OoRrRACLE
Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > Inventory > Maintain Storage Locations > Material Storage Locations

Elnewwindow 7 Help [ Personalize Page %, hitp

Material Storage Locations

B Closed [ PhysiCy
Unit Storage Location . ‘:—:J ‘:ufiﬂ Sort By

woiun@,  |F ar Q Q aQ Lteac AR SF epep -

Lev1 Lev2 Lev3 Loc Type Container Type ASRS ID Wt Cap

L 2 2] [a [a \ \ =
Height: [ nettable [[ suspena [CIciosea Assign Zones

Width: [EInon-Owned [Elenysicye [T inspection Capacity Check

Length: [CHold Details Location Handling

Lev1 Lev2 Lev3 Loc Type Container Type ASRSID Wt Cap

8 1 2 s} Q [ [ =
Height: [ Nettable [£] Suspend [Cclosed Assign Zones
Width: [TInon-Owned [Elpnysicye [Clinspection Capacity Check
Length: [CHold Details Location Handling

12 save (=] Motity

Step

Action

The system will display the details for all locations that meet your input criteria.
The locations will be displayed in order. In this example, there are no locations
between F122and F 81 2. Inorderto add or delete storage locations, click on the
'Plus’ or Minus' Icons.

Clicking on the 'Plus' Icon will insert a new Location below the current row. When
adding locations, you simply adds rows then edit the data to reflect the new location
being added then click 'Save'.

Clicking on the 'Minus' Icon will delete the Location displayed on the current row.
The Location is deleted when the page is saved.

If you leave this page without saving it, your additions or deletions will not be
made. It is very important to make sure that you save the page.

Click the Add multiple new rows at row 2 (Alt+7) button.
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Enter number of rows to add

Script Prompt.

12 save (=] Hotity

[1]
oo T T T T
Lev1 Lev2 Lev3 Loc Type Container Type
1 2 2 Q
Height: Nettable [[ suspena
Width: [EInon-Owned [Elpnysicye
Length: ol petajs
Lev1 Lev? Lev3 Loc Type Container Type
B R a a
Height: Nettable [C] suspend
Width: [EInon-Owned [Elpnysicye
Length: ol petajs

= Sort By
ASRS ID -

=
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Elnewwindow 7 Help [ Personalize Page %, htp

ASRSID wtcCap
\ \ BEE
[CIciosea Assian Zones
[T inspection Capacity Check
Location Handling
ASRSID Wt Cap
\ \ E=
[CIclosed Assign Zones
[T inspection Capacity Check

Locatien Handling

Step

Action

oK

Click the OK button.

You must enter a number into this block. Your entry will usually be "1". If you are
adding several locations, the system will allow you to create several blank rows at
once as a convenience. For example, you could enter 2 here and the system would
create 2 blank rows. After you adjust the values on both of those rows, you could
click the Save button and the system would save both new locations. This feature
only applies when you are adding new locations.

boxes.

When adding new storage locations, enter the appropriate values into the location
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SiEAsES H | Workist | WultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu > Inventory > Maintain Storage Locations > Material Storage Locations
N N N ” &0 New Window 7 Help [ Personalize Page E,rmc
Material Storage Locations
’M’!WQ I?Mﬁg%"imiq [ al la Lbeamn AR S S:S“R?\D =
Find | View 100 Frst L 1 ; O o5t
FeL ’I;eviz ’I;SL llﬂpce)\ ’Coniné\r'wpe ‘ASRS\D Wt Cap —
Height: [ [¥] Nettable [T] suspena [Cciosea Assian Zones
Width: [C1non-Owned [Clpnysicyc [[linspection Capatity Check
Length: [CHold Details Location Handling
’I:L ’I;eviz ’L:L ,Iﬂpci ’MngType ‘ASRS\D Wit Cap -
Height: ] [ Nettable [C] suspend [Cclosed Assign Zones
Width: [C1non-Owned [Clpnysicyc [[linspection Capatity Check
Length: [CHold Details Location Handling
3 Save [Z] Notify
Step Action
10. When you are finished making your entries and you click the Save button, the
system will perform a series of checks to insure that the location can be added or
deleted. If the system determines that the action would cause a problem, it will
display an appropriate message and the action will not be saved. For example, the
system will not allow you to delete a location if material is currently stored there.
The entries you have made will be lost unless you click the Save button.
Click the Save button.
Bl save
11. You have successfully completed the Maintaining Bin Locations topic.
You have learned how to:
- Add new bin locations
- Enter required location information on the Material Storage Locations page.
End of Procedure.

Lesson 2: Using Express Putaway
Lesson Overview

The Personnel at the District Court Warehouse must be able to receive material from external
Vendors and from the Print Shop. Once materials have been received, warehouse personnel need

to be able to update the on-hand balances to reflect the receipts.

Lesson Objectives:
After completing this lesson, you will be able to:
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e Receive an item from an external Vendor

e Receive an item from the Print Shop.

o Perform an inventory transaction that will cause the inventory records to accurately
reflect the on-hand balances.

2.1 Receiving Items Against a PO
The process described in this topic will be used to receive items against a Purchase Order.

After completing this topic, you will be able to:

e Process Items that were received against a PO

Procedure

This topic covers the process that makes material that was received from outside Vendors
available for use in the warehouse.

This is actually a 2 step process. This topic covers the receipt from the Vendor. The next topic
will cover the Putaway.

Step Action

1. Begin by navigating to the Select Purchase Order page.

Click the Purchasing link.

2. Click the Receipts link.

3. Click the Add/Update Receipts link.
Add/Update Fteceigtﬂ
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Favorites  MainMenu > Purchasing > Receipls > Add/Update Receipts

Receiving

Find an Existing g v Value
= Main Content

Business Unit: [MDJUD | @

Receipt Humber: [NEXT
PO Receipt
| Ad |

Find an Existing Value | Add a Newr Value

& New Window B http

Step Action

4, The Receiving - Add a New Value page displays.

Iick the Add button.

Home.

Favorites  MainMenu » Purchasing » Receipts » Add/Update Receipts

Select Purchase Order

Worklist MultiChannel Consle

Sign out

Search Criteria
PO Unit: HDIUD Q Days +/- Today: )
10 QA startDate: 0412112013 [c]
Line / Schedule: ' End Date: 0612012013 o}
Release: Vendor Name: 2 Vengor Loskup
ttem 1D: Q Vendor ltem ID: Q
ship To: Q Manufacturer ID: [ A
Ship Via: Q Manufacturer's Item 1D: [ Q
Retrieve Open PO Schedules
Y Receipt Qty Options.
B © Mo Order Oty © Ordered Gty ® PO Remaining Gty
[ ok | cancel || Refresh |
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Step Action

5. The Select Purchase Order page displays.

Make sure the PO Remaining Qty Radio Button is checked.
Click the PO Remaining Qty option if it is unchecked.

@ PO Remaining l:lty{

6. You should receive a Packing List with the shipment. Enter the PO Number from
the Packing List into the ID field. Make sure that all other fields in the Search
Criteria area are blank.

In the example shown, the PO number on the Packing List was 0000000149. Note:
the leading zeros in the PO Number are important. The PO Number field is
expecting 10 characters counting the leading zeroes.

If you do not receive a Packing List, you will have to search for the appropriate PO
Number using other search criteria. In that case, the Vendor Name would be the
best field to use.

Click the Search button.

Search

7. The system will display all the lines on the PO Entered that have a remaining
guantity due. In the case shown here, the PO only has one line eligible to be
received. In production, it is likely that more than one line will be displayed.

Select all the lines on the PO that you want to receive by clicking the Sel option on
each line.

O]

8. Click the OK button.
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Home. Worklist MultiChannel Console Sign out

Favorites  MainMenu > Purdiasing » Receipts > Add/Update Receipts

Maintain

Receiving
Business Unit: MDJUD Receipt Status: Open ®
Receipt ID: NEXT Add Hesder Comments Activties

Header Detais

Close Short All Lines Print Delivery Report

=
Perzonalize | Find | view A1 1B | F i £ 4]

GEZNAEUEE  hore Details | Links and Ststus | ltem / Mig Dats [ Optionsl nput | Source Information

Line Item

ReceltGy | TSV  ecoptrros | Aoceptay sms | 0% | goa | Deviee [stoc

1 2 |ccocicros [so00000 | @ [P @ |1.25000 500.0000 Open [P o
[#]interface Receipt [ Run Close Short Interface Asset Information
@ Save | |[=] MNotify | | Refresh Er add | |5 uf
Step Action
9. The Maintain Receipts - Receiving page displays.

The Receipt Quantity field will display the quantity that remains open for each line.
If the quantity received is less than the open quantity (if the vendor has shipped a

partial shipment), you can change the quantity to reflect the quantity that was
actually received.

Enter the desired information into the Receipt Qty field. Enter "300" for this

instance.
10. Click the Interface Receipt option so it is unchecked.
| Interface Receipil
11. Click the Run Close Short option so it is unchecked.
| Run Close Shord
12. Make sure the Interface Receipt and Run Close boxes are not checked then click

the Links and Status tab.

| Links and Status I

13. Click the Comments button.
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Home | Wonlist MultiChsnnel Console Sign out
Favorites  MainMenu » Purchasing » Recepls » Add/Update Receipts

Maintain

Receipt Line Comments

Business Unit: MDJUD Receipt Number: NEXT

Receipt Status: Open Receipt Line: 1

Retrieve Active Comments Only Retrieve
Sort Method: Comment Time Stamp - *Sort Sequence: Ascending - [ son

Find | View all_First Kl 4 or1 D Last

Use Standard Comments

Comment Status: Active Inactivate Undo =
Use ftem Specifications
=24
[ Show at Voucher

Associated Document

Attachment: Attach

From -> RCV MDJUD-NEXT

oK Cancel Refresh

(I

Step Action

14. The Maintain Receipts - Receipt Line Comments page displays.

This is where you can attach an electronic copy of the Packing List to the receipt if a
Packing List was received with the shipment.

Before doing this, you should have scanned the Packing List and saved it onto your
computer.

Click the Attach button.
Attach
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File Attachment

Step Action

15. Click the Browse button and find the file name that you created when you scanned
and saved the Packing List.

When you find the file name, click on it.
[Bowse. |

16. After you have selected the file, the system will display the file name on this page.

Click the Upload button.

17. The system will display the name of the file that you have attached on this page. At
this point, the file is saved within the GEARS System and does not depend upon the
file that is saved on your machine.

The locally stored file can be moved or deleted now without causing any harm.

Click the OK button.
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Home. Worklist MultiChannel Console Sign out

Favorites  MainMenu > Purchasing > Recgipts > Add/Update Receipts

Maintain

Receiving

Business Unit: WDJUD Receipt Status: Open X
Receipt ID: NEXT Add Hesder Comments Activties

Header Detais

Select Purchase Order

Receipt Lines
GUZTHRLEAN  hiore Details | Links and Status | ltem / Mig Data | Optional Input [ Source Information

Line item Deseription Receipt Qty

*Recv
= Receipt Price  Accept Gty Status.

1 [ |ccocicrosn Order for Release Upon a Verdi 3000000 | B [FK Q125000 300.0000 Open O O O [ |a
Interface Receipt Run Close Short Interface Asset Information

|@ save | [E] Motify | s Refresh |

(I

Step Action

18. The Maintain Receipts - Receiving page displays once again.

After you have repeated this process for every PO line that you are receiving
against, then click the Save button.
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Home. Worklist MultiChannel Console Sign out

Favorites  MainMenu > Purciasing » Receipts > Add/Update Receipts

Maintain

Receiving

Business Unit: WDJUD Receipt Status: Fully Received 3¢

Receipt ID: 0000000104 Add Header Comments Activities

Header Details Document Status

Close Short All Lines

GEZNARE  hore Details | Links and Ststus | ltem / Mig Dats [ Optionsl nput [ Source Information

Line Item

Print Delivery Report

=
Perzonalize | Find | view 21118 | # i £ 4]

Price  AcceptGty Status

Receipt Gty Re: Close = Device  Stock

“Recv =
uom short Track UM

1 2 |ccocicros [300.0000 ] B [Pk @ 125000 300.0000 Received Y
[Flinterface Receipt Interface Asset Information
@ seve |[E] Motify | ) Refresh Ee Add | | £y
Step Action
19. The system will assign the next sequential Receipt ID to the Receipt you have just

saved. In this case, the Receipt ID is 0000000104.

Additionally, the Receipt Status will be changed to "Fully Received".

20. You have successfully completed the Receiving Items Against a PO topic.

You have learned how to:
- Process items that were received against a PO.
End of Procedure.

2.2 Performing an Express Putaway

The process described in this topic will be used to putaway items into the warehouse. If an item
is received from an outside Vendor, the receipt must be processed first (see Lesson 2.1). If the
item was produced in the AOC Print Shop, there is no PO to receive against and this is the only
step necessary to get those items into stock.

After completing this topic, you will be able to:

e Process Items into stock. This includes items that were received against a PO as well as
items that were produced in the AOC Print Shop.

Procedure

This topic will cover how to perform an Express Putaway.
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Step

Action

Navigate to the Express Putaway page.

Click the Inventory link.

Click the Putaway Stock link.
Putaway St

E

Click the Express Putaway link.

Express Putaw.

e
Favorites  Main Menu > lnvegtwv » Puﬁwa} Stock > Express Putaway

Express Putaway

Enter any information you have and click Search. Leave fields blank for a list of all values.

|~ Search Criteria

Business Unit: = v [MDJUD Q

Search Clear . Basic Search [§ Save Search Criteria

Search (Alt+1)

Workdist

MalliChannel Console | Sign out

D Now window B nitp

Step

Action

The Express Putaway search page displays.

Click the Search button.
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Home | Wedist | MultiChennel Console | Sign out

=)

Favorites  MainMenu > Inventory > PutawayStock » ExpressPutaway

Express Putaway

Unit: WDJUD Receipt Ho: NEXT Putaway Date: 0s212013 [
Putaway Detail Find | View All_First Kl 4074 1 Lagt

Reeeipt Line: 1 FE
“ltem I0: QA
Storage Location: = Putawsay Locations
Container ID: aQ Container Sequence:
Quantity: Q
T Search (Alt+1) 0.000000000000000, Base Quantity: 0.0000
[T use Current Cost Edit Costs Stock Type: @, [IHon-Owned
a CharfField Overrides:

Save Return to Search notity | | Refresh
{3

Step Action

5. The Express Putaway page displays.
Enter the AOC Item Number for the Item that is to be Putaway.
In this example, the Item Number is CCDC/CRO060.
[ |

6. Enter the Quantity that is being put into inventory into the Quantity field. Enter
300" for this example.

7. Enter the appropriate Unit of Measure into the UOM field. You can also select it
using the Search Icon.
Enter "PK".

8. Enter additional information into the Comments field. If the Putaway corresponds
to a Receipt against a PO, put the Receiver ID here.
If the Putaway is for an item that was produced in the AOC Print Shop, then put
'Received from AOC Print Shop' here.
This field is for 'information only'. The system will continue to function if this data
is not entered.
Enter "Receipt 0000000104,

9. Click the Save button.
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Message

Warning — Unit cost for item CCDC/CROG0 in row 1 is 0. (11100,660)

Unit cost for the item in the specified row has not been changed from 0. Press OK to continue, or
retumn to the search page

Step Action

10. AOC is not tracking the cost of inventory items using the GEARS system. As a

result, there is no need to enter any dollar amount on the Express Putaway and this
message box will always be displayed when the page is saved.

Click the OK button.
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Home | Wedist | MultiChennel Console | Sign out

Fav?rrltes MEIHYMEHU > lnvegtwv k Putawa;sbuck » Express Putaway
B 1 ot [ P lize Pag ‘S"Ed |
Express Putaway
. e ———— SR ——
CDCICRO60 A
= [ 3
Quantity: | 3000000
TotalUnitCost | 0-000000000000000 b ek Base Quantity: 300.0000  PK
@ save [ RetuntoSearch [Z] Motify | 7l Refresh
Step Action
11. The system will assign a Receiver Number for the Putaway and will display it here
after you save it.
Write down/record this number, as it can be helpful for future processing.
12. You have successfully completed the Performing an Express Putaway topic.
You have learned how to:
- Perform an Express Putaway
End of Procedure.

Lesson 3: Using Express Issue
Lesson Overview:

The Express Issue functionality in GEARS is the preferred method to record material issues at the
Judiciary. This method is quick and easy and does not require the printing of a Pick Ticket, nor
does it require the Picking Feedback step. No computer programs have to be run in order for the

inventory records to be adjusted.

Lesson Objective:
In this lesson, you will learn how to:

e Use Express Issue to record Issue Transactions
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3.1 Using Express Issue
GEARS has several methods that can be used to issue material from the warehouse. The easiest

and most basic method is called "Express Issue’. This method is the easiest to use and meets all
the needs of the Judiciary. Express Issue will be described in this training document.
After completing this topic, you will be able to:

e Use Express Issue to issue material from the warehouse

Procedure

In this topic, you will learn how to use Express Issue when issuing material from a warehouse.

Step Action

1. Begin by navigating to the Express Issue page.

Click the Main Menu button.

2. Click the Inventory menu.

| 1 Inventory 4 |
3. Click the Fulfill Stock Orders menu.

| 3 Fuffil Stock Orders * |
4, Click the Stock Requests menu.

| [ Stock Reguests P|
5. Click the Express Issue menu.

| |=| Express Issue |
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Home | Workist | MukiChannelConsole | AddtoFavortes | Sign ol

Favorites : Main Menu > Inventory > Fulfil Stock Orders > Stock Requests > Express Issue

(FNew Window % Help u hitp
Express Issue

Add a New Value

Business Unit: MDJUD Q
OrderHo:  [NEXT Q

Request Type: Internal Issue -

Step Action

6. The Express Issue search page displays.

Make sure the Order No = NEXT and the Request Type = Internal Issue.

Click the Add button.
Add-—— |
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Home | Workist | MutiChannelConsole | Addto Favortes |  Sign out

Favorites = Main Menu > Inventory > Fulfil Stock Orders > Stock Requests » Express lssue

Enewwindow ? Help [ Personaiize Page B nttp

Express Issue

Unit: MDJUD  Order No: NEXT Schedule Date: [072012 |5 ime:  [241PM |
Shipping ID: NEXT Q
Ship To Customer: I Distribution Type: & charField Overrides
Location: @ OQuerride Address
Sold To Customer: ‘ Report lanager
Use Default Location
Order Line Information Find | View All First K 4 of 4 I {ast
=
“Line: 1 Detail Override / Exceplions
item 1D: o3 Unfulfiled
Quantity/Location Information personalize | Find | view 1| B8 B rra Kl g opq O (aae
Quantity uom
\ a Bl
Choose Gontainers
) save | [ Notify 2 Add |

INV210 Managing Inventory

Step

Action

Enter the desired information into the Location field. Enter "89".

Enter the desired information into the Item ID field. Enter "ADRO001".

Enter the desired information into the Quantity field. Enter "2".

10.

Enter the desired information into the Area field. Enter "F".

11.

Click the Storage Location Search button.
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Favarites

Storage Location Search
Unit: MDJUD
Storage Loc:

Storage Locations

Lev1

Lev2

Main Menu > Inventory > Fuffil Stock Orders > Stock Requests » Express Issue

[a [ e [a [a [ o[ s ]

Levd

Home | Workist | MutiChannelConsole | Addto Favortes |  Sign out

P newwingow 7 Help [ Personalize Page B, ntp

nitn

. Retumn

Step Action

12.

In the Storage Locations section, click the Sel option for the first row.

13. Click the Return button.

ORACLE"

Favorites - Main Menu > Inventory > Fuffil Stock Orders > Stock Requests » Express lssue

Express Issue

Unit:

Use Default Location

Order Line Information

WMDJUD - Order fo: MEXT Schedule Date: (072012 & Time:  [241PM |
Shipping ID: NEXT Q
Ship To Customer: [ Warenause Distribution Type: Q chanField Overrdes
Location: 89 @ Override Address
Sold To Customer: |

Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out

FNewWindow ? Help [& Personalize Page B hitp

Report Manager

FE

*Line: ’71 Detail Override / Exceptions
tem 1D: [foRODT @ F Unfulfilled
Alternative Dispute Resolution
Quantity/Location Information
Quantity uom Area Lev1
[ 20000 [EA |@ |F Qi [1

Choose Containers

| @ save | [=) noty |
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o
Step Action
14. Click the Save button.
(S:r\::e\zz I‘E‘)Sm?g;s;ﬁﬁr\;.g;? IN_FUL_DPL has been scheduled for process
o]
Step Action
15. Record the Shipping ID for future searches.

Page 23




Training Guide o
INV210 Managing Inventory GEARS

o General Enterprise And Resource Support

Message

Shipping ID 0000000010 is saved and Job IN_FUL_DPL has been scheduled for process
(Process Instance = 11793). (11100,2806)

==

Step Action
16. Click the OK button.

|
Favorites - Main Menu > Inventory > Fulfil Stock Orders > Stock Requests » Express Issug

HuttiChannel Col Add to Favort
Enewwindow 7 Help [& Personalize Page 5 nttp
Express Issue
Unit: MDJUD ‘Order No: MNEXT Schedule Date: 11/07/2012 H Time: [2.41PM
Shipping ID; S
Ship To Customer: [oC warenause ] Type: Q ChartField Overrides
Location: B8 @  OvemideAddress
‘Sold To Customer: ‘ ‘
Use Default Location

Report Manager

Order Line Information

*Line: Detail Qverride ! Exceplions
Item 1Dz ADRO01 o8| Unfulfilled
Alternative Dispute Resolution
Quantity/Location Information
Quantity uom Area Lev1 Lev2 Lev3
\ 20000 [EA o | Jag3 |1 lo |1 @ 1 a =
Choose Containers
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Step Action

17. Next, you will enter the form control numbers for the Shipping ID just created. This
step is only necessary for forms that are controlled by individual numbers.

Click the Home link.

Home

18. Click the Main Menu button.

19. Click the Inventory menu.
| (3 Inventory "l

20. Click the Fulfill Stock Orders menu.
| (3 Fuffil Stock Orders Irl

21. Click the Shipping menu.
| {3 Shipping I‘|

22. Click the Shipping/Issues menu.
| |=] Shipping/Issues |

Home | Workist | MukChannelConsole | AddtoFavortes | Sign out

Favorites - Main Menu > Inventory > Fulfil Stock Orders > Shipping > Shipping/Issues
FNew Window 2 Help B hitp

Shipping/lssues

Enter any information you have and click Search. Leave fields blank for a list of all values.

T Add a New Value

d an Existing Va
- Search Criteria
Business Unit: [~ [] MDJUD Q

Shipping ID: | pegins with [+]

Search Clear |BasicSearch [g] Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

23. The Shipping/lIssues search page displays.

Enter the desired information into the Shipping ID field. Enter "0000000010".
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Step Action

24, Click the Search button.
Search |

ORrRACLE
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites - Main Menu > Inventory » Fulfil Stock Orders > Shipping » Shipping/Issues

FNewWindow ? Help [& Personalize Page B hitp

Shipping/lssues

Unit: MDJUD Shipping ID: 0000000010 & Search Report List
Ship Action: M

i ®

Personaize | Find | View AILEL | 3 Frst K 4011 I Lot

Select  Fulfillment State  Include in ShipID  Demand Source  Source Bus Unit  Order No

B Depleted IN MDJUD MSRO000010 B &
Choose Container Default Shipment Fields Run Process Build Bill of Lading
Assign Load Manage Loads Notes Delivery Workbench
) seve| & RetumitoSearch | (=] Wotify 4 Refresh | [Eveadd] [Eipdstebispiy

Step Action

25. The Shipping/lIssues page displays.

Click the Notes hyperlink to enter the range of control numbers.
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Favorites ~ Main Menu > Inventory > Fulfil Stock Orders > Shipping > Shipping/Issues

Enewwindow ? Help [ Personaiize Page B http

Shipping Comments

Business Unit: MDJUD Ship ID: 0000000010

Long Description:

OK | Cancel | Refresh |

Step Action

26. The Shipping Comments page will allow you to provide some historical tracking
for Control Numbers and can be used during audits.

Enter the desired information into the Long Description field. Enter "Control
numbers 1 - 2",

27.
(_:Iick the OK button.
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Favorites . Main Menu > Inventory > Fulfil Stock Orders > Shipping > Shipping/Issues Ly L M ML
& New Window ? Help [& Personalize Page &, hiip
Shipping/lssues
Unit: MDJUD Shipping ID: 0000000010 =] Search Report List
Ship Action: M
5 ®
— | 0
B Depleted IN MDJUD MSRO000010 B &
Choose Container Default Shipment Fields Run Process Build Bill of Lading
Assign Load Manage Loads fiotes Delivery Workbench
B save | /A ReturntoSearch [Z] MNotfy | <l Refresh B Add
Step Action
28. Click the Save button.
El save
29. The shipping issues information has been updated with control numbers.
30. You have successfully completed the Using Express Issue topic.
You have learned how to:
- Use the Express Issue functionality
End of Procedure.

Lesson 4: Making Inventory Adjustments

Lesson Overview:

Cycle Counting is an important capability because it allows an organization to maintain highly
reliable inventory records. The GEARS system provides users with the ability to adjust the
guantity on-hand in the system to match the actual quantity on-hand in the shelves in the
warehouse.

When entering the Adjustment, the system allows the user to record a reason for the adjustment
as well as a comment explaining it. The reason and explanatory comment is expected to be very
helpful when the inventory is being audited because it provides an audit trail.

Lesson Objective:
In this lesson you will learn how to:

e Enter inventory adjustments to correct on-hand balance errors
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4.1 Making Inventory Adjustments

The GEARS system provides users with the ability to adjust the quantity on-hand in the system to
match the actual quantity on-hand in the shelves in the warehouse.

After completing this topic, you will be able to:
o Enter inventory adjustments to correct on-hand balance errors
Procedure

In this topic, you will make an inventory adjustment.

Step Action

1. Begin by navigating to the Adjustments page.

Click the Main Menu button.

2. Click the Inventory menu.

| 1 Inventory "|
3. Click the Manage Inventory menu.

| 1 Manage Inventory F|
4, Click the Adjustments menu.

| |=| Adjustments |
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Favorites - Main Menu > Inventory > Manage Inventory » Adjustments
Adjustments
“unit: MDJUD & &esrhiidd

Item Information

*item ID:

(m (1]

Storage Location:

Home |

Qty Available:

Container ID:

*Staged Date:

“Lot ID: NONE
c Code: [
“Serial ID: NONE

Adjustment

T Date:

Dist Type:
Type: \ '\ RTV Detail Reason:
Adjust Quantity: [] Quantity:

Quantity:

Workist |

WultiChannel Console | Addto Favorites | Sign out

ENewwindow [ Personalize Page B it

i First K11 011 I Last

Comments: ‘

@ save | [Z] Notty | | Remesn |

Main Content

Step Action

Click the Search/Add link.

Favorites = Main Menu > Inventory > Manage Inventory > Adjustments

Selection Criteria

Item ID:

QR

Q
Storage Location: Qi
Include Zero Qty Locations
=

Container ID:

| Cancel  Refresh |

Home |

Worklist

| MuttiChannel Console |  Addto Favorites | Sign out
ENew Window [ Personalize Page [ http
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Step Action

6. The Selection Criteria page displays.

Enter the desired information into the Item ID field. Enter "adr003".

7. Click the OK button.

8. Click the Adjustment Type list to see all of the types of adjustments that can be
made.
9. Select from the options depending upon the type of adjustment that you want to do.

Click the Decrease list item.
|Decrease |

10. Enter the desired information into the Adjust Quantity field.

Enter the quantity that you want to adjust the on-hand balance by. If you wanted to
decrease the on-hand by 5 PK, then you would enter 5 in the Adjust Quantity field.

11. Click the Save button.

12. You have successfully completed the Making Inventory Adjustments topic.

You have learned how to:
- Make adjustments to your inventory
End of Procedure.

Lesson 5: Using Delivered Reports

Lesson Overview:
GEARS provides a series of delivered reports that can be used to monitor the system as well as
inventory activity within the system.

In order to use these reports, a run control record must be created. The run control record contains
the parameters against which the program that creates the report runs. A new run control record
can be created each time a report is generated or the person who requests the report can use a run
control that has been saved.

Run Control IDs are unique to a specific user. In other words, multiple users cannot share a
common Run Control ID.

In addition to these delivered reports, the GEARS system allows users to use on-line pages to
access Inventory data. Those methods are covered in the INV200 Course.

Lesson Objectives:
After completing this lesson you will be able to:
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e Understand which Inventory related reports are available within GEARS.
e Understand how to interpret the data that is shown on each report.
e Produce delivered reports.

5.1 Using Inventory Balances Report
This session will describe the delivered GEARS Inventory Balances Report.

After completing this topic, you will be able to:
e Use and navigate the Inventory Balances Report
Procedure

In this topic, you will learn how to use and navigate the Inventory Balances Report.

Step Action

1. Begin by navigating to the Inventory Balances page.

Click the Main Menu button.

2. Click the Inventory menu.

| 3 Inventory "’|
3. Click the Manage Inventory menu.

| 1 Manage Inventory F|
4, Click the Reports menu.

| £3 Reports |
5. Click the Inventory Balances menu.

|. | Inventory Balances |
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Favorites ~ Main Menu > Inventory > Manage Inventory » Reports » Inventory Balnces

Inventory Balances

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value  J@FELCTREIT

- Search Criteria

Run Control ID: begins with + |
[CIcase Sensitive

| search || Clear |gasicSearch [ Save Search Criteria

Find an Existing Value | Add a New Value

Home | Workist | MutiChannelConsole | Addto Favortes |  Sign out

Enew window 7 Help B nttp

Step Action

6. The Inventory Balances search page displays.

Click the Add a New Value tab.
| Add a Mew Value |

ORACLE’

Favorites - Main Menu > Inventory > Manage Inventory > Reports > Inventory Balnces

Inventory Balances

Find an Existing Value Add aNew Value

Run Control ID:|

E

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Enew window 7 Help B nttp
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Step Action

7. Enter the desired information into the Run Control ID field. Enter "TEST".
8. Click the Add button.
Add
9. Verify that the Unit field displays "MDJUD".
10. In the Balance Reports section,

verify that the following options are selected:
- Business Unit Level Balances
- Storage Location Balances

11. Click the Save button.
F zave

12. Click the Run button.
__Run

Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > Inventory > Manage Inventory > Reports > Inventory Balnces

& New Window ? Help [& Personalize Page &, hiip

Process Scheduler Request

UserID: neil.shahi Run Control ID: TEST
Server Name: NS - Run Date: [11/13/2012 El
Recurrence: - Run Time:[11:33:40A1 Resetto Current Date/Time

Time Zone: Q

R
Select Description Process Name Process Type Type *Format Distribution
IN Balance Reports INS090 SOR Report Web ~ PDF  + Distribution

oK Cancel

Step Action

13. The Process Scheduler Request page displays.

Verify that the Server Name field displays "PSUNX".

14. Click the OK button.
15. Take note of the Process Instance number. For example, 13411.
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| workist | MutiChannel Console |  Add to Favorites ign out
Favorites - Main Menu > Inventory > Manage Inventory » Reports » Inventory Balances

Enewwindow 7 Help [& Personalize Page 5 http

nitn

Inventory Balances

Run Control ID:  TEST

Reportblanager  Process Monitor R0
Language: English

Process Instance:13411
Process Request Parameters

*Request ID: TEST Uniit: MDJUD Q@

Balance Reports

usiness Unit Level Balances [ Show Calc for BU Balances
torage Location Balances

Show All Detail

ot Level Balances
ollup of Demand Tables
ocation Reserved Quantity

|E save | A RetumtoSearch [ Motify wdd| [FlUpdateisplay,

Step Action

16. Click the Process Monitor link.

ORACLE’
Home | Workist | MuttiChannel Console Add to Favorites. Sign out
Favorites  Main Menu > Inventory > Manage Inventory > Reports > Inventory Balances
ENew Window ? Help [ Personalize Page 1B, hitp
UseriD[neilshahi @ Type - Last - [ 3 Days -~ Refresh |
Server v Hame | Q Instance | to |
Run Status - Distribution Status -

Save On Refresh

Process List

Personaiize | Find | View Al |

Process
Select Instance Seq. Process Type
Select Instance Seq. Process Ty =

user Run Date/Time. Run Status
O |13411 SQR Report INS9090 neil shahi 11/13/2012 11:33:40AM PST Queuved NIA Details

Go back to Inventory Balances
& save | [Z] Wotity |

Process List | Server List
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Step Action

17. Click the Refresh button until the Run Status is "Success" and the Distribution
Status is “Posted" for the process you just ran.

18. Click the Details link.
Details

ORACLE’

Home | Workist | MuttiChannelConsole | Addto Favortes | Sign out
Favorites - Main Menu > Inventory > Manage Inventory » Reports » Inventory Balances

Enew Window ? Help [ Personalize Page & hip
Process Detail

Process

Instance 13411 Type SQR Report
Name INS2090 Description IN Balance Repors
Run Status Success Distribution Status Posted
i
Run Control ID TEST Hold Request
Location Server ‘Queue Request

Server PSUNX Cancel Request

© Delete Requesi

Recurrence Restart Request
RequestCreated On 11132012 1133465 PST  Parameters Transfer

Run Anytime After 11132012 113340AMPST  Message Log

Began Process At 11132012 113408AMPST  Batch Timings

Ended Process At 11/13/2012 11:34:20AM PST View Log/Trace

OK Cancel

Step Action

19. Click the View Log/Trace link.
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Favorites - Main Menu > Inventory > Manage Inventory » Reports » Inventory Balances

@I NewWindow ? Help [ Personalize Page

View Log/Trace

ReportiD: 9997 Process Instance: 13411 Message Log
Name: INS9090 Process Type: SQR Report
Run Status: Success

IN Balance Reports

Distribution Details

Distribution Node: PSUNIX Expiration Date: 2012012
Nzme File Size (bytes)  Datetime Created
SOR INS9090 13411l0g 1501 11/13(2012 11:34:20.759185AM PST
{58080 13411 FDR 4,131 1111312012 11:34:20 750185AM PST
INs9090_13411.0ut 201 1111312012 11:34:20.75¢185AM PST
Distribution Ib Type “Distribution ID
User neil. shahi

Return

(Al

Sign vut

nEn

hitp

Training Guide
INV210 Managing Inventory

Step

Action

20.

Click the PDF link to open the Inventory Balances report.
lins9090 13411.PDH

Facplafoft Tnvemtory

Bepors ID;  INE9090 Page Ho.

Bun Date 11/13/2012
Bun Time 11.34.08

Bus. Unit. MDJUD - Administrative OFfice of Court INVENTORY BALANCE AUDIT
Businzas Unit Level Balances

BT Base (31) Eraged Unavail (£5) BT Usavail (#3)
BU Oun ey U 0H Qey BU Bes Qry B Awail gy BU Gty On Hand Conf Rvail (22) Cust Resv (55) BT Non-Owm (10}

- Cale Own ey - Cale O Quy - Calc Res Quy - Cale Awail B Gy Rese: Conf Unavail (83)  WIP Awail (#7) Conf Non-Own (£11)
Difference Difference Ditference Difference B Oty Available Staged Avail (88)  Prdn Besv (48) Staged Non-Own (#12
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Step Action

21. The PDF report output will show the inventory quantity balances of all items in the
warehouse.
22, You have successfully completed the Using Inventory Balances Report topic.

You have learned how to:
- Use and navigate to the Inventory Balances Report
End of Procedure.

5.2 Using Issue History Reports
This session will describe how to access the Issues History Report.

After completing this topic, you will be able to:
e Use and navigate the Issues History Report
Procedure

In this topic you will learn how to use and navigate the Issues History report.

Step Action

1. Begin by navigating to the Issues History page.

Click the Main Menu button.

2. Click the Inventory menu.

| 1 Inventory "|
3. Click the Manage Inventory menu.

| [d Manage Inventory P|
4, Click the Reports menu.

| £2 Reports |
5. Click the Issues History menu.

| | Issues History |
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Home | workist |
Favorites = Main Menu > Inventory > Manage Inventory > Reports > Issues History
Issues History

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value  J@FELCTREIT

- Search Criteria

Run Control ID: begins with + |
[CIcase Sensitive

| search || Clear |gasicSearch [ Save Search Criteria

Find an Existing Value | Add a New Value

Training Guide

MutiChannel Console | Addto Favortes | Sign out

Enew window 7 Help B nttp

INV210 Managing Inventory

Step

Action

The Issues History search page displays.

Click the Add a New Value tab.
© Add a Mew Value

ORACLE’

Home | Workist |
Favorites = Main Menu > Inventory > Manage Inventory > Reports > Issues History

Issues History

Find an Existing Value Add aNew Value

Run Control ID:|

E

Find an Existing Value | Add a New Value

MultiChannel Console |  Addto Favorites | Sign out

Enew window 7 Help B nttp
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Step

Action

7.

Enter the desired information into the Run Control ID field. Enter "TEST".

8.

Click the Add button.

ORACLE"

Home | Workist | MuliChannelConsole | AddtoFavorites |  Sign out

Favorites - Main Menu > Inventory > Manage Inventory > Reports > Issues History

FNewWindow ? Help [ Personalize Page ) hitp

Issues History

Run Control ID:  TEST Reporthanager  Process Monitor (- R4M

Language: g

Report Request Parameters Find | view A1 First K 1011 1 Last

“Request ID: TEST @Al SetiD: [SHARE Q@ HE
Calendar Year: [2012] © Specific it [ @

© Allitems

© single item ltem ID: Q

© Range of Items From Item ID: [ A Tontemm: e
@ All Depts

© Specific Dept Department: Q

© Range Of Depts From Deptid: e To DeptiD: e

B Save | £\ ReturntoSearch [Z] Motfy % Refresh

Er Add idpdate/Display

Step

Action

The Issues History page displays.

For this example, accept all run control defaults.
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Home | Workist | MutiChannelConsole | Addto Favortes

Favorites ~ Main Menu > Inventory > Manage Invenfory » Reports > Issues History

Issues History

Run Control ID:  TE: Report Manager

Language:

Report Request Parameters
Business Unit Option =

“Request ID: TEST @an setiD: [SHARE @

Calendar Year: [2012] © Specific mit | @
@ Allltems
@ Single ltem Item 1D: Q
© Range of ltems From ltem ID: [ @ Toltemm: a
@ All Depts
© specific Dept Department: Q
© Range Of Depts. From Deptid: [ Tl To DeptiD: e

|B save | |/ Retuntosearch [Z] wWotity | |7l Refresn

Emid

INV210 Managing Inventory

Step

Action

10.

Click the Run button.

11.

The Process Scheduler Request page displays.

Verify that the Server Name filed displays "PSUNX".

ORACLE"

Home | Workist | WufiChannel Console | Addto Favortes |  Sign out

Favorites ~ Main Menu > Inventory > Manage Inventory > Reports > Issues History

Process Scheduler Request

User ID: neil.shahi

FNewWindow ? Help [& Personalize Page ) hitp

Run Control ID: TEST

Server Name: hd
Recurrence: -
Time Zone: Q

Process List
Select Description
IN Issue History

| OK | Cancel  Refresh

Process Request Dislog }—
Run Date: [11/13/2012 El

Run Time: [1:49:36P1 | ResettoCurentDate/Time

Process Name Process Type “Type *Format Distribution
INS7150 SQR Report ‘Web ~ PDF ~ Distribution
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e

Step Action

12. Click the OK button.

ORACLE’

Favorites ~ Main Menu > Inventory > Manage Invenfory » Reports > Issues History

Issues History
Run Control ID: TEST
English -

Report Manager

Language:

@ All Depts
o Department:

Y
[ e

© Range Of Depts From Deptid: To DeptiD:

|B) save | | Retuntosearch [Z] wWotify | |l Refresn

Process Monitor [

Process Instance:13440

Report Request Parameters Find | View Al First K 1071 1 Last
=
“Request ID: TEST @ Al SetiD: [SHARE @
Calendar Year: [2012 © Specific mit | @
@ Allltlems
© Single Item ftem 1D: Q
© Range of ltems From Item ID: [ @ Toltemin: a

Home | Workist | MutiChannelConsole | Addto Favortes |  Sign out

Enewwindow ? Help [ Personaiize Page B htip

[ a

|Ehpada| [FEletipdateispiay

Step Action

13.

Take note of the Process Instance number. For example, 13440.

14, Click the Process Monitor link.

Process Monito
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ORACLE’

Home | Workist | MuttiChannelConsole | Addto Favorites Sign out
Favortes : Main Menu > Inventory > Manage Inventory > Reports > Issues History

Enew Window ? Help [ Personalize Page B hitp

" Server List

UseriDneilshahi @ Type - Last - [ 3 Days - Refresh |
Server +  Hame | Q instance | o |
Runstaus v Distribution Status ~ [ save OnRefresh
Process List Personaize | Find | View 411 B First K 12012 O Last
Select Instance Seq. Process Type ::'““%“ User Run Date/Time Run Status e Details
] 13440 SQR Report INS7150 neil shahi 11/13/2012 1:48:36PM PST Queved NIA Details
[ [13411 SQR Report INS9090 neil shahi 11/13/2012 11:33:40AM PST Success  Posted  Defails

Go back to Issues History

|2 save | [E] hotify

Process List | Server List

Step Action

15. Click the Refresh button until the Run Status is "Success" and the Distribution
Status is "Posted" for the process you just ran.

16. Click the Details link.

ORACLE’

| MutiiChannel Console |  Add to Favorites. Sign out
Favorites ~ Main Menu > Inventory > Manage Inventory > Reports > Issues History

& New Window ? Help [# Personalize Page Bl htip

nEn

Process Detail

Process

Instance 13440 Type SR Report
Name INS7150 Description IN Issue History
Run Status Syccess Distribution Status Fosted

[, Y e process

Run Control ID TEST Hold Request
Location Server ‘Queue Request
Server PSUNX Cancel Request
© Delete Request
Recurrence Restart Request
Request Created On 11/13/2012 1:49:41PM PST Parameters Transfer
Run Anytime After 11/13/2012 1:49:36PM PST Messa0e Log
Began Process At 11/13/2012 1:49:49PM PST Batch Timings
Ended Process At 1111312012 1:50:03PM PST View Log/Trace
[ OK—— || Cancel-|
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Step Action

17. Click the View Log/Trace link.

ORACLE"

Home | Workist | MuliChannelConsole | AddtoFavorites |  Sign out

Favorites ~ Main Menu > Inventory > Manage Inventory > Reports > Issues History

Enewwindow 7 Help & Personalize Page 8 htp

View Log/Trace

Report
ReportiD: 10014 Process Instance: 13440 jliessage [od
Name: INS7150 Process Type: SQR Report

Run Status: Success

IN Issue History
Distribution Details

Distribution Node: PSUNIX Expiration Date: 11/20/2012

Name File Size (bytes) Datetime Created

SOR INST150 13440100 1501 1111302012 1:50.03.710447PM PST
ins7150 13440 PDF 1,408 11132012 1:50.03710447PM PST
ins7150 13440 out 0 11132012 1:50.03.710447PM PST
Distribution ID Type *Distribution 1D

User neil shahi

. Retum

Step Action

18. Click the PDF link to view the report output.
[insﬁﬁn 13440.PDF
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Step Action

19. The Issues History Report opens in a new window.

Click the Close Tab (Ctrl+W) button in the browser to close the report.
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Step Action
20. The Issues History Report opens in a new window.
Click the Close on the Windows Tab to close
21. You have successfully completed the Using Issue History Reports topic.

You have learned how to:

- Use and navigate the Issues History report

End of Procedure.

5.3 Using the Transaction Register

GEARS provides several methods that can be used to review transaction history. This session will
describe how to access the report that was designed for that purpose.

After completing this topic, you will be able to:

Use and navigate the Transaction Register to produce a reportProcedure

In this topic, you will learn how to use and navigate the Transaction Register to produce a report.

Step Action

1. Begin by navigating to the Transaction Register page.
Click the Main Menu button.

2. Click the Inventory menu.
| [ Inventory "’|

3. Click the Manage Inventory menu.
| 1 Manage Inventory b|

4, Click the Reports menu.
| [J Reports P|

5. Click the Transaction Register menu.

| |=| Transaction Register
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Home | Workist | MutiChannelConsole | Addto Favortes

Favorites | Main Menu > Inventory > Manage Inventory > Reports > Transaction Register
Enewwindow  ? Help Bntip

nitn

Transaction Register
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value  J@FELCTRET
- Search Criteria

Run Control ID: begins with
[CIcase Sensitive

| search || Clear |gasicSearch [ Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

6. Click the Add a New Value tab.
| Add a New Value |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Inventory > Manage Inventory > Reports > Transaction Register
Enewwindow  ? Help B ntip

nitn

Transaction Register

Find an Existing Value Add aNew Value

Run Control ID:|

Find an Existing Value | Add a New Value
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Step Action

7. Enter the desired information into the Run Control ID field. Enter "TEST".
8. Click the Add button.
Add

Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > Inventory > Manage Inventory > Reports > Transaction Register

FNewWindow ? Help [& Personalize Page B hitp

Transaction Register

Run Control ID: TEST ReportManager  Process Monitor - RUN
Language: English -
Report Request Parameters Find | view A1 First K 1071 O Last
=
“Request ID: [TEST Unit: MDJUD| @
Sort Option: ftem 1D h
Transaction Group: @ Al © Single
Item ID: @ Alitems O Single tem =il
Date Option
© Today
© As of Date

® Range From: [101M0/2012 [ To: [10/11:2012 [

) seve| & RetumitoSearch | [+2] Previous et | (4B NextinList | (=] otity | [Eadd) [EUptsicDisp

Step Action

9. The Transaction Register page displays.

Click the As of Date option.

) As of Date

10. Enter the desired information into the As of Date field. Enter "1/01/2012" for
example.

11. Click the Save button.

12. Click the Run button.

13. The Process Scheduler Request page displays.

Verify that the Server Name field displays "PSUNX".
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ORACLE’
Home | Workist | MuttiChannelConsole | Addto Favortes | Sign out
Favorites ~ Main Menu > Inventory > Manage Inventory > Reports > Transaction Register
2 -
ENew Window 7 Help [ Personalize Page |
Process Scheduler Request

UserID: neil shahi Run Control ID: TEST

server Name: EENT SN ~

RunDate: 13202 | Process Request Dialog i
Recurrence: - Run Time:[1:57:07PM [ Resetto Gument Date/Time |
Time Zone: Q
Select Description Process Name Process Type “Type “Format
IN Transaction Register INS7100 SQR Report Web ~ PDF ~ Distribution

[~ 0K | Cancel |

Step Action

14, Click the OK button.

15.

Take note of the Process Instance number. For example, "Process Instance: 13441".

ORACLE’

Favorites

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Main Menu > Inventory > Manage Inventory > Reports > Transaction Register

Enewwindow ? Help [ Personaiize Page B ntip

Transaction Register

Run Control ID:  TEST

Reporbanager  Process Monitar 1R
Language: English Process Instance:13441
Report Request Parameters
“Request ID: [TEST Unit: [mpauple, =
Sort Option: ftem ID -
Transaction Group:
Item 1D:

© Today

© As of Date 011012012 [
TorEmen) Fom: [ ] e [ ]

([Doseve] [@onenmmsearen| [ELmnsnie [V Natmist] [y

(B Sy

Page 49



Training Guide {3@ GEARS

INV210 Man aging Inventory General Enterprise And Resource Support

Step Action

16. Click the Process Monitor link.

ORACLE"

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Inventory > Manage Inventory > Reports > Transaction Register

EnNew Window ? Help [ Personalize Page & hiip

UseriD|neilshahi @ Type - Last -

[ 3 Days - i Refresh
server v HName | Q Instance to
Run Status v Distribution Status - Save On Refresh

e
personaize | Find | i 2 | B B Firae K g3 0r3 0 (os

Select Instance Seq. Process Tyoe eSS user  AunDatefTime RunStatus  gorno " petails
13441 SQR Report INS7100 neil.shahi 11/13/2012 1:57:07PM PST Success NiA Details
13440 SQR Report INS7150 neil shahi 11/13i2012 1:49:36PM PST Success Posted Details
13411 SQR Report INSS090 neil.shahi 11/13(2012 11:33:40AM PST Success Posted  Details

Go back to Transaction Reqister
& save | =] Hotity

Process List | Server List

Step Action

17. Click the Refresh button until the Run Status is "Success" and the Distribution
Status becomes "Posted" for the process you just ran.

18. Click the Details link.
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utiChannel Consok Add to Favor

nEn

Favorites ~ Main Menu > Inventory > Manage Inventory > Reports > Transaction Register
& New Window ? Help [# Personalize Page Bl hiip
Process Detail
Instance 13441 Type SQR Report
Name INS7100 Description IN Transaction Register
Run Status Success Distribution Status Posted
i R O
Run Control ID TEST Hold Request
Location Server ‘Queue Request
Server PSUNX Cancel Request
© Delete Request
Recurrence Restart Request
Request Created On 11/13/2012 1:57:12PM PST Parameters Transfer
Run Anytime After 1113/2012 1:57:07PM PST Message Log
Began Process At 1113/2012 1:57:36PM PST Balch Timings
Ended Process At 11/13/2012 1:57:50PM PST View Log/Trace
oK Cancel

INV210 Managing Inventory

Step

Action

19.

Click the View Log/Trace link.

HuiChannel Console

Favorites - Main Menu > Inventory > Manage Inventory > Reports > Transaction Register

ENew Window ? Help [ Personalize Page B,

View Log/Trace

ReportiD: 10015 Process Instance: 13441 §iessaqe o

Hame: INS7100 Process Type: SR Report
Run Status: Success
IN Transaction Register
Distribution Details
Distribution Node: PSUNIX Expiration Date:

File List

Name File Size (bytes)  Datetime Created

SQR_INS7100 13441 log 1,501 1113/2012 1:57:50 354974PM PST
ins7100 13441.PDF 1615 11/13/2012 1:57:50.354974PM PST
ins7100 13441 out 84 1113/2012 1:57:50 354974PM PST

“Distribution ID

neil shahi

| Retumn

htp

Page 51




Training Guide {ﬁf GEARS

INV210 Man aging Inventory Q General Enterprise And Resource Support

Step Action

20. Click the PDF link to view the report output.
ins7100 13441.PDF

Step Action

21. The Transaction Register Report displays in a new window.

22. You have successfully completed the Using the Transaction Register topic.

You have learned how to:
- Use and navigate to the Transaction Register Report.
End of Procedure.

Lesson 6: Using Replenishment Functionality

Lesson Overview:

GEARS has dynamic replenishment capabilities which can be used to great advantage at the
Judiciary. There are two variables that must be set for every Item ID that is to be covered under
replenishment; Order Point and Order Quantity.

When the replenishment process is executed, the process compares the current on-hand balance
for all eligible replenishment items with the Order Point for the item. If the on-hand is below the
Order Point, the system will create a replenishment requisition which can be reviewed and
modified before a PO is created. The initial quantity on the requisition will be equal to the Order
Quantity parameter in replenishment. The quantity on the requisition can be modified, the
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requisition can be placed on hold or the requisition can be cancelled. After the requisition has
been reviewed and modified, it is submitted for further processing.

Replenishment covers two basic types of items. The first type is purchased from external
vendors. The second type is printed in the in-house print shop. The system can be setup in such a
way that one type of requisition is produced at a time.

An important consideration is that the replenishment process will not generate a replenishment
requisition for any item that has requisitions in the Purchasing Department awaiting processing or
for any item that has a remaining quantity due on any PO.

Lesson Objectives:
After completing this lesson, you will be able to:

e Understand the replenishment process in GEARS
e Set/reset the appropriate replenishment parameters
o Interpret the results of the replenishment process

e Manage replenishment orders

6.1 Using Replenishment Functionality

At the District Court Warehouse, we will set the Order Point and Order Quantity manually and
will not allow the system to recalculate the replenishment parameters. There are two types of
inventory items at the District Court Warehouse (1. Those that are provided by Vendors and 2.
Those that are produced in the Print Shop). We may use a distinct replenishment class to manage
each type of inventory.

After completing this topic, you will be able to:
e Use the GEARS Replenishment functionality
Procedure

In this topic, you will explore the GEARS replenishment functionality.

Step Action

1. Begin by navigating to the Replenishment Options page.

Click the Main Menu button.

2. Click the Inventory menu.

| 3O Inventory "|
3. Click the Replenish Inventory menu.

| 3 Replenish Inventory F|
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Step Action

4, Click the Create Replenishment Requests menu.
| [=] Create Replenishment Requests |

ORACLE

Favorites  Main Menu > Inventory > Replenish Inventory > Create Replenishment Requests

Replenishment Options

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value Add a New Value

- Search Criteria

Run Control ID: begins with v

[CIcase Sensitive

‘Search Clear  |Basic Search [§] Save Search Criteria

Find an Existing Value | Add a New Value

Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Enew window 7 Help 1B nttp

Step Action

5. Click the Add a New Value tab.
| Add a New Value |

Page 54



‘:} General Enterprise And Resource Support

Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out

Favorites = Main Menu > Inventory > Replensh Inventory » Create Replenshment Requests

ENew Windaw  ? Help 1B hitp

Replenishment Options

Find an Existing Value Add aNew Value
Run Control ID:

E

Find an Existing Value | Add a New Value

o Training Guide
G EAR S INV210 Managing Inventory

Step Action

6. Enter the desired information into the Run Control ID field. Enter "TEST".

7. Click the Add button.

Home | Workist | MuttiChannelConsole | Addto Favorites | Sign out
Favorites = Main Menu > Inventory > Replenish Inventory > Create Replenishment Requests

FnewWindow ? Help [& Personalize Page 5, hitp

Create Replenishment Requests

Run Control ID:  TEST Reportlanager Process Montor |- RUM|

Process Request Parameters Fing i First K g 011 O ast

Process Frequency =

RequestID:
Description:

*Unit: WMDJUD @ Replenish Class: Q

Dedicated Temp Table Stats

| save | &\ RetumtoSearch  1F] PreviousinList | $E NextinList | |[=] Notify | |E-Add| [ £ updat
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Step Action

8. The Create Replenishment Requests page displays.

Enter the desired information into the Replenish Class field. Enter "STD".

9. Click the Run button.
Fun

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Inventory > Replenish Inventory > Create Replenishment Requests
@ NewWindow ? Help [5 Personalize Page o5, hiip

Process Scheduler Request

User ID: neil shahi Run Control ID: TEST
Server Name: PSUNX - Run Date: [1010/2012 e
Recurrence: - Run Time: |2:56:16PM Reset to Current Date/Time
Time Zone: a
Select Description Process lame Process Type “Type *Format Distribution
’|:| IN Replenishment Options IN_REPLEN_AE Application Engine  Wep v TXT ~ Distribution
[ INReplenishment REPLN_AE PSJob (None) ~ (None) ~+ Distribution
OK Cancel

Step Action

10. The Process Scheduler Request page displays.

Click the IN Replenishment Options process option.

11. Click the OK button.

12. Take note of the Process Instance number to monitor the process status. For
example, Process Instance: 12099.
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Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out

Favorites - Main Menu > Inventory > Replensh Inventory » Create Replenshment Requests

FNewWindow ? Help [& Personalize Page B hitp

Create Replenishment Requests

Run Control ID:  TEST ReportManager Process Monitor B0
Process Instance: 12099
Process Request Parameters Find | View Al Fist Kl 1071 I Last
Process Frequency ==
@ o
- onee Request ID:
©@ Always
© Don't Run Description:

“Unit: MDJUD @, Replenish Class: STDQ

Dedicated Temp Table Stats

& Save | & RetumtoSearch | 12| PreviousinList 4] Nextinlist & |[=] Notify | |BevAdd)| | FElsUipdateDisplay

Step Action

13. Click the Process Monitor link.

14. In the Process List, identify the process instance number for the process you just
ran.

Use the Process Instance number.
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ORrRACLE

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites - Main Menu > Inventory > Replensh Inventory » Create Replenshment Requests
Elnewwindow 7 Heip & Personaiize Page B
Actions
User ID |neil shahi Q Type ~ Last - 3 Days - Refresh
server +  Hame @ Instance to
Run Status A Distribution Status e Save On Refresh
Personalize | Find | View 1| BV 28 Fist 1 47077 1 Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status W Details
12099 Application Engine IN_REPLEN_AE neil shahi 101012012 2:56:16P1 PDT Processing | N/A Details
12086 Application Engine IN_FUL_CONF  neil.shahi 10/09/2012 1:54:26PM PDT Success Posted | Details
12085 SQR Report INS6000 neil.shahi 10/09/2012 1:44:19PM PDT Success Posted  |Details
12084 Application Engine IN_FUL_.RLS  neil shahi|10/09/2012 1:43:45P11 PDT Success Posted | Details
12083 Application Engine IN_FUL_CONF  neil.shani 10/09/2012 12:00:39PM PDT Success Posted | Details
12081 SQR Report INS6000 neil.shahi| 10/09/2012 11:55:0341 PDT Success Posted | Details
12080 Application Engine IN_FUL_RLS  neil.shahi 10/09/2012 11.:54.14AM PDT Success Posted Details
Go backto Replenishment Options
B save | (=] Hotity
Process List| Server List
« i r

Step Action

15. Click the Refresh button periodically until the Run Status is "Success" and the
Distribution Status is "Posted".

16. Next, review the Replenishment request created by the batch process and update
quantity to be ordered.

17. Click the Main Menu button.

18. Click the Inventory menu.
| (3 Inventory '|

19. Click the Replenish Inventory menu.
| £2 Replenish Inventory '

20. Click the Manage Replenishment Requests menu.
| D Manage Replenishment Requests |
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
B o

Enewwindow 7 Help [ Personalize Page [,

Main Menu > Inventory > Replenish Inventory > Manage Replenishment Requests

Favorites

Search Sort Display

Manage Replenishment Requests

MDJuD|,

Report Manager

B save | [ hotity

javascriptsubmitAction_wind{document.win, REPLEN_INV_WRK_SEARCH... |

Action

Step
Click the Search link.

21.

Sign out

Workiist | MuliiChannel Console |  Add to Favorites
B hitp

{0 New Window ? Help [# Personalize Page B,

Home:

Main Menu > Inventory > Replenish Inventory > Manage Replenishment Requests

Favorites

(@ Reorder Point

nishment Type

Reple
@Al (© Ad Hoe

Replenish ID: Q
Vs

Item ID:

Status:

Requisition
Q

Requisition ID:

Demand Source:
Source Business Unit: Q
Q

‘Order Number:

OK  Cancel
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Step Action
22. Click the Lookup Replenish ID button.

? Help

Look Up Replenish ID

Step Action

23. Select the largest Replenish ID row. In this example, click the 6 link.
24. Click the OK button.
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ORACLE’
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites = Main Menu > Inventory > Replenish Inventory > Manage Replenishment Requests

Enew Window ? Help [ Personalize Page & hiip
Manage Replenishment Requests

Uni: WDJUD @, By search Sort Display &
. - Report Manager
Replenish Status: Report lanager
Replenishment Request Find | View 100 Frst ! 107164 O Last
Replen ID: 6 Reorder Pt Process Date: 10110/2012
Item ID: ADROD4 User ID: SYSTEM
Settlement Agreement
Location: 89 Reorder Quantity: 5000.0000 EA
Source: *Status: Ready hd
SrcBU: Expected By: 10110/2012
Order No: Required By:
Requisition Detail
PO Unit: Requisition ID: Requisition Line Number:
Details Requisition Schedule Number: Requisition Distrib Number:

B save | =] Hotity

Step Action

25. The Manage Replenishment Requests page displays.

Enter the desired information into the Reorder Quantity field. Enter "4000".

26. Click the Save button.

217. The script is successful if it saves with the changed Reorder Quantity.

28. You have successfully completed the Using Replenishment Functionality topic.

You have learned how to:
- Use the GEARS replenishment functionality
End of Procedure.

Course Summary

N

" 4

Congratulations!
You have successfully completed the INV210 Managing Inventory course. In this course, you
have learned how to:

e Create and Update Bin Locations
e Stock Material
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Use Express Issue

Make Inventory Adjustments

Use Reports

Use the Replenishment Functionality

We hope that you found this class informative, interactive, and fun. Check out other GEARS
training courses, available on the GEARS website at http://courtnet/gears/index.html
(http://courtnet/gears/index.html).

We are always looking for opportunities to improve our courses. If you have ideas on improving
this course please share your feedback by sending us an email at gearstraining@mdcourts.gov
(mailto:gears@mdcourts.gov).
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